DOE Net Position Report

The Net Position report can be run to generate either normal and/or CSV layout output types.
The CSV comma delimited layout report will be easier to import into Excel for analysis than
the normal output report.

1. Toaccess STARS go to the website: http://crinfo.doe.gov/officedocs/cf40/stars/ and click on
STARS Production (STRS).

& httpffstars1.energy.gov/
v | [Cl search ~ %@ Siblocked *% Check ~ “S Autolink ~

STARS

Standard Accounting and Reporting System
An I-MANAGE Project
(Integrated Management Navigation System)

bout STARS | Contact Us | Links | FAQs | STARS User Resource Documentation | STARS Team Site | STARS Syst

-~
le Financials Logon Logon to STARS sccurimy nomice
) News & Mo outages are currently scheduled
RS SCR Information Information: All STARS Modules have been Clased for March F
uesta Logon ID Ifyqu heed Contact -MANAGE Enterprise Application Support
assistance: at Headguarters Call (301) 503-2500,
at Field Sites Call (866) 834-6245, Choose Option 4
orting Tools or use the Online Support Reguest Fortn

STARS Oracle eBusiness Suii
Elopment Tools

STARS Production (STRS)

ing Resources

Development and Test Instal

2. You will get the login screen as shown below. You must click on the Login button

C)I?AC L
Oracle E-Business Suite

—

Welcome to Oracle E-Business Suite

Enter your username and password to login
=ndicates Required Field
= Username

+* Passwaord

([ Login ) Cancel )

NOTICE TO USERS

Access to DOE systems by foreign nationals is strictly prohibited.
B

3. Atthe ORACLE E-Business Suite Home screen select GL Inquiry from the Application screen.
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ORACLE’
=F-Business Suite Home

—

Applications
3 CAC FY Inguiry Flesze click on & responsibility link to display the list of availsble applications.

3 CAC GL Inguiry
(1 DOE AP Inguiry
[ DOE FY Reparting MARS

(1 DOE GL Inguiry

Logout | Preferences | Help
Copyright 2003 Oracle Corporation. Al rights reserved.

4. Under “Reports” click on Request Standard.

ORACLE’

=1 Business Suite Home
Applications

(£ CAC FY Inguiry. Inquiry

(01 CAC GL Inguiry [E] Journals
(7 DOE AP Inguiry. Funds
(03 DOE FY Reporting MARS [E] Accounts
loo: G inguin B

Reports
Request Financial
Request Standard

Others
Bun
Set

Logout | Preferences | Help

Copyright 2003 Oracle Corporation. All rights reserved.

5. Ensure that the “Single Request” radio button is selected on the Submit a New Request screen
and click OK.

% Submit a efuest

What type of request do you want to run?

® Heguest Set

Thig allows you to submit a pre-defined set of

o

6. Enter “DOE Net Position Report” in the name field. Press Tab.
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EE submit Request

Run this Request...

M DOE Net Position Report
guage American English

Languages

At these Times...

=GN | As Soon as Possible Schedule...

Upon Completion...

all Output Files

Print to

DO NOT CLICK ON THE CLEAR BUTTON because the Row and Totals Value Set and
the Summary Table Loaded Thru will not change. You will fill in the following Parameters:

a. Period Name “June-07".

b. Report Output Type “Both” to get a normal and CSV output. This is a new option in
2007. If you only want the normal or only the CSV output, click on the ellipsis (...)
box to get the LOV (List of Values) to make your selection. Press Tab five times.

c. Enter your allottee in the “Allottee — Low” box. The “Allottee — High” box is
automatically populated. Allottee 01 is used as a sample.

d. The Show Consolidated Schedules field is ONLY used by HQ to get a more detailed
report tab to or click in the field you want. See step D below.

O Parameters

I8 DOE Statement of Net Position
S DOE_NET_POSITION_TOTALS

Period Mame NITEIF

Both Layouts

Fund - Lo
Fund - High
Fund - Parent

Allottee - Low
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e. To utilize other options click on the ellipsis (...) box to get the LOV (List of Values).
You can group your report by Funds, Reporting Entity and or have Lines Breakdown by
SGL (this option appears after you tab past the Group sort). If you list all funds for
your allottee there with be a summary total page that follows. Click OK.

'G roup by Breakdown

Group by Breakdown | Cescription
ALLOTTEE Group by Allottee
FlIMD Group by Fund

MIOME Mo Group Sort
FROGRAM Group by Program
REPORTIMNG EMTITY Group by Reporting Entity

Press OK. This will take you back to the Submit Request screen.

'D Submit Regues

Run this Request...

E = DOE Net Position Report
e DOE Statement of Net Position:DOE_NET_POSITION TOTALS:2007:JUN07:Both:JUN

Language Settings... Dby Options

[ELEIERE American English

At these Times...

EIR G N As Soon As Possible Schedule. ..

Upon Completion...

ve all Output Files

Laya
Print to

o @
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9. Click on Submit and you will get the Request screen. Click the Refresh Data button
periodically until your report is completed. There should be a blue bar next to your with the
corresponding Request ID number. Note: There will be three reports and 1D Request numbers if you
select “Both” as the Report Output Type. For the Normal and CSV output types you will only get one
report. Please record your Request ID numbers for later viewing.

Refresh Data Find Requests Submit & MNew Request...
2416317 DOE Custodial Activity or Completed Normal 2416316, N, FUND, Y =
2416316 DOE Custodial Activity R Completed Normal DOE Stmt of Cust Activities,
2416312 DOE Net Cost Report Completed Terminated |DOE Hew Stmt of Net Cost, [
2416310 DOE Net Cost Report Completed Terminated |DOE Hew Stmt of Net Cost, [
2416304 DOE Net Position CSV on Completed Normal 2416284, N, FUND, Y
2416303 DOE Net Position on Rep Completed Normal 2416284, N, FUND, Y
2416301 DOE Statement of Financ Completed Normal 2416285, N, FUND, Y
2416299 DOE Statement of Financ Completed Normal 2416285, N, FUND, Y =
2416285 DOE Statement of Financ Completed Normal DOE Statement of Financing
241628 DOE Net Position Report Completed Normal DOE Statement of Het Positi| ..

Hold Reguest Yiew Details... “iew Cutput

Cancel Reguest Diagnostics “iew Lag...

10. The Output you will see on your screen will contain three lines. 1) “DOE Net Position Report”
is the empty output file with (0 bytes); 2) “DOE Net Position on Report Execution” will be the
Normal output of the Net Position; and finally, 3) DOE Net Position CSV on Report
Execution” is the CSV output that includes detail that is easily imported into Excel for analysis.

11. Click on the View Output button after the report Phase indicates “Completed” and the Status is
“Normal”.

Note: To locate and run your report later click on View from the Menu bar and select Requests.
Ensure that the “Specific Requests” radio button is selected, enter your Request ID number you
recorded earlier and click Find.

12. To print your click on Tools, Reprint/Republish and fill in the Print Opting screen. Click Ok.

13. To utilize the pivot table feature save your report as a text file using the instructions below.

14. Click File on the menu bar and select Save As.
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FIEN Edit  Wiew Favorites  Tools  Help

Merw [ .Y
Open... Cirl+0

{ Favorites 6}* == ﬁ ]

o 13700504 _CGLFNDWRE. exettemp_id=1207541983

- Search

agoount, PY Amwount,Net Change,Pot Change

sults of Operations",,,..,

Fage Setup... ances",, ..,

Print... Cirl+F - bBeg. Balances - Earmarked Funds"™,,0,0,0,0

— Beg. Balances - A11 Other Funds™, 33100900,0,0,0,0

Print Preview...

I
Send b Ioounting Principles™, ., ..
counting Principles - Earmarked Funds®™,,0,0,0,0
counting Principles - All Other Funds",,0,0,0,0
Praperties £ Errors", ., ..
. f Errors - Earmarked Funds",,0,0,0,0

O3l i f Errors - A1l Other Funds",,0,0,0,0

Close ances, as adjusted”™,.,...
00050, 1510, ¥"Eeyg. Balances, as adjusted - Earmarked Funds",,0,0,0,
00050, 1520, "Beg. Balances, as adjusted - 411 Other Funds®,,0,0,0,
00050, 1800, "Appropriations used™, ...,
00050, 15810, "Appropriations used - Earmarked Funds®™,,0,0,0,0
00050, 1820, "Appropriations used - 411 Other Funds®,,0,0,0,0
00050, 1900, "Non-exchange Funds", ...,
00050,1910, "Non-exchange funds - Earmarked Funds", , 0,0,0,0
00050, 1920, "Non-exchange funds - All Other Funds",,0,0,0,0
00050, 2000, "Donations and Forfeitures of Cash",,.,..
00050, 2010, "Donations & forfeitures of cash - Earmarked Funds®, ,0,0,0,0
00050, 2020, "Donations & forfeitures of cash - ALll Other Funds®™,,0,0,0,0
00050, 2100, "Transfers-infout without reiwbursement”,, ..,
00050, 2110, "Transfers - infout without reimb - Earmarked Funds",,0,0,0,0
00050, 2120, "Transfers - infout without reimb. - A1l Other Funds",,.0,0,0,0

Import and Export...

Er A

15. Click on the drop down Save in box on the Save Web Page screen and select the location you
want to save the file. You can accept the default or give your file a name. Click Save.

LN

. Favaries <) -

P b ) \ﬂ lEI] l /-:Search

- cldress | (&) hittps: /fpolaris.energy.gov:57005/04_CGLFNDWRR.exe?temp_id=1207641983

o

FUND,Row Id,Line,2GL,CY Amount,P¥ Amount,Net Change,Pot Change

Save Web Page

Savein: | (B} Desktop v D & 2 Bi- h, 0,
N [£] Blanket Pricing Memo 050802, bt () Jeff 133 for April
() [£] DOE_cCustodial_activity_CSY_on__030707. bt () Confierence 2007
MyRecent | [E] WFO WALUES D62707. bt () 4bn Bal for Allottee 60
Documents | |[Z5)Files to Sart [ZHolding Place
v._.-.—:' IFiles to sort 2 (CIMarion
ﬁ (5 Desktop 011007 [C5cott
Desktap 2)01d WFO and Status of Funds Files -.__"|Updated CF-12 pages
| | Questions - Unanswered =) Bethany
CFred (2 all Hands Meetingf
=) Personnel =) Compare Reports list
[SiLori King [)BH Trial Bal foe Dec 07
My Documents CIRwW My Metwork Places
) CHCF 12 Web Info My Computer
; B 5 133 My Docurents
I 2B, Taylor
My Camputer

< > o

\,’;\ File name: DOE_Net Position " Re 2 v
. ) ]
by Metwork. Save as type: Tent File [* txt] ot | 0,0

Encoding: Western European (windows) b

16. Prepare pivot table.
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